OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

System Login & Manage My Profile

Accessing Privileged Functions and Customized Your Account

A

The Comm-PASS Helpdesk

Copyright© Operational Services Division All Rights Reserved



Login and Manage My Profile. @SD

These scenarios demonstrate Desktop functionality, including: O o Ry ICEs o™

- login

- retrieve forgotten authentication information
- manage contact information

- view departments

- view approvers (Buyers)

- manage authentication information

- set personal preferences

- manage Desktop

- view system notifications up to 30 days old

e These scenarios occur in the privileged access portion of the site
e A login ID-password pair is required

A
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Login to Comm-PASS @ www.comm-pass.com. Select “BuySmart” login or select
any navy blue tab to login with the exception of the Resource Center.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

X @ Snaglt B =

7,3 Favorites ‘ _ | Welcome to Comm-PASS ’ ‘

n o~ ~ [=] gm0 v Page~v Safetyv Tools~ (@‘J' i

BUYSMART

Buyers: Better manage the
procurement process with
BUYSMART, the FREE online
system for Massachusetts public
entities from Comm-PASS.

Buyer LoginlD

Password

[—

* Login/Agree
Terms of Use

Retrieve Forgotten Login ID

Reset Forgotten Password

ADVERTISE

cumm-&Pnss Welcome to the Commonwealth's sole online procurement record site. Public record access is always FREE. » Ask A Question QSD
Procurem Access & Solicitation System
_ QUICK QUOTES | SOLICITATIONS | CONTRACTS BUSINESS DIRECTORY RESOURCE CENTER

2\ m-
(LR

CHLABONAL SERVICHS BrvisON

OSD Procurement Schedule 09/01/2013-01/31/2014
Review this summary schedule of Operational Services Division's upcoming procurement activity.

OSD Events and Training

1

SMARTBID

Vendors: Stay on top of
contract opportunities by
subscribing to SMARTBID, the

Opportunities Currently Excee illion St :
$ave$mart Greater Savings on Statewide Contracts >> Details lne subscription service

Select Images To Access Authorized Statewide Contract Vendor Ads

Eligible?

Is Your Business N

E
FOR WOMEN

Register for DCAM
Certification
SMALL BUSINESS

PURCHASING PROGRAM

New SDP Policies Effective October 1, 2013
The Operational Services Division (OSD) is pleased to announce new policy requirements for the Supplier Diversity
Program (SDP) Plan for goods and services procurements, which will become effective October 1, 2013.
For more information, go to: Supplier Diversity Program (SDP)

Supplier Diversity Office Pre-Certification Workshop Now Available Online
Thg C_)pgrati_o_rja_l ‘ServiAces”[)Ai\_/isipn's (Q?D)_Sgpp!ier_Diversity Qf‘ficgl(SDO) is exqited to announce _th_e F’re-Cen[ﬁcation

TCL)§J Workshops s

Trorroomm-PASS.

Vendor LoginiD

[ ]

Password
‘ Login '
Retrieve Forgotten Login ID

Reset Forgotten Password
SMARTBID |ets you:

> Track bids online through the
entire process

I

| »

& & Internet | Protected Mode: On

v ®R15% ~

——

oy 2P [l
=  9/23/2013 |y

A
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http://www.comm-pass.com/
http://www.comm-pass.com/
http://www.comm-pass.com/

You may also access login from other Comm-PASS pages. Select Login link.
Enter “Login ID Username and Password”. Throughout Comm-PASS, refer to the
“Quick Tips”... Each page contains context-related definitions and helpful hints.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

X @ Snaglt B lﬁ

i:?Favorites ‘J Login ‘ | hd - [= @ v Page v Safety v Tools ~ @Jv

Comm-PRAS5 o e . Mass. /jo =

CHUARONAL WL ES Doviladn

QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | BUSINESS DIRECTORY | JOIN | FED STIMULUS | RESOURCE CENTER

Home » Quick Tips...

1

Lon You do not need a Login ID
and Password to search for
. or download Solicitations,
Contracts, or Bidder
Forums.

*Login ID: Retrieve Forgotten Login ID
*Password: Reset Forgotten Password To use the free browse

and search tools, select

the appropriate record tab |
from the main navigation

To receive automated

email notifications

regarding posted records,
as well as other value-add
bidder services, consider

subscribing to SmartBid.

To access Comm-PASS
document creation and
management tools. as well
< | m | »

Done & & Internet | Protected Mode: On fh v ®|125% - p

m A@ I@ » ) 923;’2013 :
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Login displays to the Desktop. Select the “My Profile” tab.

_; ; Desktop - Windows
_.r‘('_:-\, Q

T e T

J http://www.ebidsourcing.com/displayBuyerHomeMenu.do

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

@\ Bing

X @ Snagit B =

w Favorites ‘ J Desktop ‘ ‘

v > [ @ v Page v Safety * Tools ~ @Jv

Comm-PRASS

Desktop

Quick Links

» Logout

QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

@SDMass.qov F

CHERARONAL ML LS Brvildn

Currently Administering:
Operational Senvices
Division /

Operational Services Division

1

You have 0 tems In Your Approval Inbox

You have 0 ltems In Your Rejected Inbox

You have 3 Draft Solicitation(s)

You have 0 Draft Contract(s)

You have 1 Open Solicitation(s)

You have 2 Active Contract(s)

You have 0 Active Forum(s)

You have 16 Email Notification(s) that were sent today

You have 3 BuySmart Membership Requests Awaiting Review

Items I'm Tracking

You have 0 Draft Quick Quote(s)
You have 0 Draft Award(s)

You have 0 Draft Purchase Order(s)

Quick Tips...

You have 0 Posted Quick Quote(s)
You have 0 Posted Award(s)

You have 0 Posted Purchase Order(s)

To quickly locate a

You have 0 Quick Quotes(s) with at least one(1) Response

Solicitation try the
Salicitation Search

To quickly locate a
Contract, including
Statewide Contracts, try
the

Contract Search

2 items found, displaying all items.

D:tlgflsiid _ To quickly locate a
Document Type Document Title Date/Quote Delete View II:3|dder; FoLum try the
Deadline Forum search )
d | L | b
& & Internet | Protected Mode: On o v ®12%5% -

9/25/2013

A
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Review “My Profile” menu, select “Edit Contact Information” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

' = My Profile - Windc

‘m“@- er p ||| b r:_""'?'?".'

X @Snaglt B =

) ™ pod
.7 Favorites ‘jMY Profile ‘ ‘ & v ~ [ %EJ v Page~ Safetyv Tools ¥ @V
-
Comm-PRASS R . @) Mass -
_____ ritation Syster mnmumnm
_ QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE
CENTER
Home > Currently Administering:
Operational Senices =
My Profile Divisian /

Operational Sewvices Division

= Edit Contact Information
Allows editing of name and add

Quick Tips...

= Browse My Departments

Allows you to view all of the departments to which you have been assigned. e -

Solicitation try the

= Browse My Approvers Solicitation Search
Allows you to view the users that will approve your solicitation and contract documents.

To quickly locate a
Contract, including
Statewide Contracts, try

= Edit User Preferences
Allows user to customize preferences

B the
= Change Login ID Contract Search
Allows you to change your login ID.
s Change Password To quilcklyr locate a
Allows you to change your password. E'dders FO;UFT‘ try the
orum searc -
< | i | »
& & Internet | Protected Mode: On v ®125% «~

9/25/2013

__|
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Enter information in provided fields. Select “Save” button to accept additions
or modifications.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

"((:\' & > _] https://www.ebidsourcing.com/displayBuyerUserProfContactEdit.do?doValidateToken=false&menu_id=1.8.1¢ ¥ 3

= = = E——— —

e ———

X @ Snagit B &f
5. Favorites ‘ -] Edit Contact Info

m o~ v [ @ v Page v Safety v Tools ¥ @v

n Operational Senvices
Edit Contact Info Daision/ i
Operational Services Division
*First Name: Jane
At Name=Doe Quick Tips... Il
Title: Comm-PASS Help Desk Required fields (*) must be
populated into the Contact
*Address 1: 1 Ashburton Place Information page.
Address 2: Room 1017 Postal Codes for the
L United States must be 5 or
City: Boston 9 digits long.
*State or Province: Massachusetts -
All Telephone Numbers =
*Postal Code: 02108 within the United States and
Canada must be 10 digits.
*Phone: 1617 |[-(720 [.13307 |x
Phone2- . i = Valid E-mail addresses
& (s AN must have at least 2 or
Phone3: - Il - more characters after the
X (Phone3 Type) "@" symbol.
*E-mail. Jane.Doe@state.ma.us
=
< 11 | »

& & Internet | Protected Mode: On

2:01 PM

4 9/25/2013 |
A/ /Y
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System provides explicit error messages. Correct errors as required and select
“Save” button.

pv

X @ Snaght B =
¢ Favorites ‘ --| Edit Contact Info ‘ | M~ B - (& o v page~ safety~ Tools~ @~

BUSINESS DIRECIORY | FED S1IMULUS | KESOURCE

o d

MY PROFILE

QUICK QUOIES | SOLICIIAITIONS | CONIRACIS | FORUMS | APPROVAL | REPORIING | ADMIN

CENTER

Home > Ity Profile > Currently Administering:
. Operational Sewices 5l
Edit Contact Info Division /

Operational Services Division

e City is required.

*First Name: Jane Quick Tips...

*Last Name: Doe
Required fields (*) must be

Title: Comm-PASS Help Desk populated into the Contact
Information page.

111

*Address 1 1 Ashburton Place

Postal Codes for the

Address 2: Room 1017 United States must be 5 or
“City: 9 digits long.
*State or Province: Massachusetts A All Telephone Numbers
within the United States and
*Postal Code: 02108 Canada must be 10 digits.
*Phone: 617 - 720  _ 3307 1
* Valid E-mail addresses
Phone?: . R - must have at least 2 or
2 (Phone2 Type) more characters after the
Phone3: - - X ¥ (Phone3 Type) "@" symbol.

*E-mail: Jane Doe@state. ma.us

T |
& & Internet | Protected Mode: On o v ®125% -

9/25/2013

=
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System provides confirmation messages for acceptable data.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

o oo Wi s sior

& J https/fwwwebldsourcmgcom/updateBuyerUserProfContactdo i 5 @ 9 | X EBEng R~

X @Snaglt i &y

3.7 Favorites ‘ | Edit Contact Info

& v ~ [ %EJ v Page v Safety v Tools ¥ @V ”

UTTCTIUY AUTTHTIESTCTITY. S
B Operational Sewices
Edit Contact Info Division |

Operational Services Division

e« Your changes have been saved successfully.

*First Name: Jane Quick Tips... |
“Last Name: Doe
Required fields (*) must be
Title: Comm-PASS Help Desk populated into the Contact
Information page.
*Address 1: 1 Ashburton Place
. Postal Codes for the
Address 2. Room 1017 United States must be 5 or
*City: Boston BT [T B
*State or Province: Massachusetts v All Telephone Numbers
within the United States and
*Postal Code: 02108 Canada must be 10 digits.
x| -
617 - 720 - 3307 x Valid E-mail addresses
Phone?2- . B - must have at least 2 or
* (Frere e, more characters after the
Phone3: - - X ¥ (Phone3 Type) @" symbol.

*E-mail:. Jane Doe@state.ma.us

< | i | »

Done & & Internet | Protected Mode: On L ow ®125% «
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Select “My Profile” breadcrumb to return to the menu.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

X @ Snaglt B I';‘l‘

Home > My Profile >

Edit Contact Info

*First Name:
*Last Name:
Title:
*Address 1:
Address 2:
*City:

*State or Province:
*Fostal Code:
*Phone:
Fhonez:
Phone3:

*E-mail:

W Favorites ‘ J Edit Contact Info

® Your changes have been saved successfully.

Jane

Doe

Comm-PASS Help Desk

1 Ashburton Place

Room 1017

Boston

Massachusetts

02108

617 . 720 _ 3307

Jane Doe@state. ma.us

¥ (Phone2 Type)
¥ (Phone3 Type)

Currently Administering:
Operational Sewices
Division /

Operational Services Division

Quick Tips...

Required fields (*) must be
populated into the Contact
Information page.

Postal Codes for the
United States must be 5 or
9 digits long.

All Telephone Numbers
within the United States and
Canada must be 10 digits.

Valid E-mail addresses
must have at least 2 or
more characters afier the
"@" symbol.

CENTER

11

11

&

& Internet | Protected Mode: On

A
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Select “Browse My Departments” to review your assigned business units.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

— = - o F — W .

r(_- e ' J https://www.ebidsourcing.com/displayBuyerProfileMainMenu.do?doValidateToken=false&menu_id=1.8&org. = :ri @ +5 | X @\ Bing r -~
X @ Snaght B &

iy N 1 pod
<. Favorites ‘ | My Profile ‘ | oo~ + [ @ ~ Page v Safety  Tools~ @v

CENTER

Home > Currently Administering:

Operational Services
My Profile Division /

Operational Services Division

= Edit Contact Information
Allows editing of name and address information.
Quick Tips...

= Browse My Departments
Allows you to view all of the departments to which you have been assigned.

1

To quickly locate a

Solicitation try the

= Browse My Approvers Solicitation Search
Allows you to view the users that will approve your solicitation and contract documents.

To quickly locate a
Contract, including
Statewide Contracts, try
the

= Change Login ID Contract Search
Allows you to change your login 1D

= Edit User Preferences
Allows user to customize preferences

To quickly locate a
Bidder's Forum try the
Forum Search

= Change Password
Allows you to change your password.

= Change Security Question and Answer

Allows you to change your security question and answer. To quickly locate a Quick
Quote try the
= Browse My Notifications Quick Quote Search -
«| 1 | »
& & Internet | Protected Mode: On ¢h v ®|125% -

A
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Departments assigned by your Comm-PASS Administrator are displayed.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

CENTER

Home » My Profile » Currently Administering:

Operational Senices
Browse My Departments Division / -

Operational Sewvices Division

9 items found, displaying all tems.

. Home -
Department Description View Contact Approvers ) .
Department B Quick Tips...
Operational Services Division Yes s sl
You have been assigned to
Commonwealth Print Services No e v T3 [ @ @liEEe, ([hEr

would like to view all the

; SR SR users that will approve your
IT and Office Procurements No o o solicitations and contracts,

click Approvers.

mn

Infrastructure and Support Procurements Mo e e
Professional and Institutional Services Procurement No [ !
State of Florida Division of State Purchasing Mo e e
Statewide Contract Order Forms (Quick Quote Contracts Only) Mo e v
Supplier Diversity Office (Formerly SOMVWBA) Mo e e [
Western States Contracting Alliance No [ [
Currently displaying 50 records per page. Change display to 5, 10, 15, 25 records per page. -
1 | »
& & Internet | Protected Mode: On fhow ®|125% -

221 PM

9/25/2013

|

A
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Home Department is indicated with a “Yes” status. Only Home Department
Administrators can “de-activate” or “delete” users.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

=] do rernet Exp provided by Admni N and =
L e = e " " S
‘J https://www.ebidsourcing.com/displayBuyerUserProfMyOrglist.do?doValidateToken=false&menu_id=1.8 28 = 5

X @ Snaght B &

: — S - »
.1 Favorites ‘ --| Browse My Departments ‘ | a8 -= @ v Page v Safety v Tools ~ @"
CENTER
Home > My Profile > Currently Administering:
Dperational Senvices
Browse My Departments Division / m

Operational Sewices Division

9 items found, displaying all tems.

L Home =
Department Description View Contact Approvers . .
Department L Quick Tips...
Operational Services Division Yes e e
You have been assigned to
Commonwealth Print Services Mo vz (2o TS I @ SffEs. L0
would like to view all the

; e i users that will approve your
IT and Office Procurements Mo o o solicitations and contracts,
click Approvers.

mn

Infrastructure and Support Procurements Mo
Professional and Institutional Services Procurement Mo
State of Florida Division of State Purchasing Mo
Statewide Contract Order Forms (Quick Quote Contracts Only) Mo
Supplier Diversity Office (Formerly SOMWBA) Mo b
Western States Contracting Alliance Mo
Currently displaying 50 records per page. Change display to 5, 10, 15, 25 records per page. -
1 | »
& & Internet | Protected Mode: On € v ®125% -

2:24 PM

9/25/2013 | |

A
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Select the “View” icon to access Department contact information.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

CENTER

Home » My Profile >

Currently Administering:
Operational Senvices

Browse My Departments Division / -
Operational Sewvices Division

9 items found, displaying all tems.
Home

Department Description e View Contact Approvers ) .
Department B Quick Tips...
Operational Services Division Yes s sl
You have been assigned to
Commonwealth Print Services No e v T3 [ @ @liEEe, ([hEr

would like to view all the

; SR SR users that will approve your
IT and Office Procurements No o o solicitations and contracts,

click Approvers.

mn

Infrastructure and Support Procurements Mo e e
Professional and Institutional Services Procurement No [ !
State of Florida Division of State Purchasing Mo e e
Statewide Contract Order Forms (Quick Quote Contracts Only) Mo e v
Supplier Diversity Office (Formerly SOMVWBA) Mo e e [
Western States Contracting Alliance No [ [
Currently displaying 50 records per page. Change display to 5, 10, 15, 25 records per page. -
1 | »
& & Internet | Protected Mode: On fhow ®|125% -

9/25/2013

|

A
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Department “Contact information” is displayed. Select the “Organization”
breadcrumb to return to the Department listing.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

X Q SnagIt =] EI‘
- = e =
5.7 Favorites ‘ - -| Browse My Departments ' ‘ v ~ [ =] @ v Page~v Safety~v Tools~ @v

Comm-~PASS S @sogmqw

OPRADONAL HEOCES DrvileOn
_ QUICK QUOTES APPROVAL | REPORTING m MY PROFILE BUSINESS DIRECTORY | FED STIMULUS | RESOURCE
Home > My Profile > Organization >

>

CENTER

Browse My Departments

Department Name: Operational Services Division Currently Administering:

Contact Title: CommPASS Help Desk Coordinator & Reception Operational Senices
Contact First Name: Evers Division / _ o
Contact Last Name: Michael Operational Services Division =

Address 1: Room 1017
Address 2: One Ashburton Place

City: Boston Quick Tips...
State or Province: MA
Postal Code: 02108 The lists shown on this
F’honez 617720-3360 screen displays all the
Fax: 617727-4527 users that will approve your
E-mail: michael evers@osd.state. ma.us solicitation and contract
documents.

Please note that 1
document can be routed up
to 10 approvers. T

@ Cammanweatth of M huicat = e e SN e Y
<[ 1 | »

Done & & Internet | Protected Mode: On ¥ v ®|155% ~
I‘-:) ]

2:29 PM
9/25/2013 | |
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Approval Process.

D

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

eThe approval screen is view-only with My Profile
*The approval process is:
- Not required
- Separate for Contracts and Solicitations
- Created and managed by an Entity or Department Administrator
eUpon document submission by a User, Comm-PASS:
- Routes the document to each Approver in sequence
- Returns rejected documents directly to the User
- Advances approved document in sequence until final approval
- Validates the document’s Open/Active Date against the current date
o|f the Open/Active Date is current or past, the document is posted
e|f the Open/Active Date is in the future, the document is held in the User’s
“Manage My Approved Solicitations Awaiting Open Date” link.

A
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Select “View” icon to access Approvers required within this Department.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PASS SPTR ) Mass.jov
Fropurement Access & Solicitation System i
Home > by Profie » Currently Administering:
Browse My Departments o
Cperstional Services Division
10 iterns found, displaying all items,
Department Deseription Home Department View Contact Approvers
Quick Tips...
Operational Senvices Division Yas G &
o o YYou have been assigned to
Commonwealth Print Senvices o 22 G this st of entties. Ifyou
would like to view all the
T and Office Procurements Mo ! 2o users that wil approve your
solicitations and contracts,
Infrastructure and Support Pracurements No G & click Approvers.
Professional and Institutional Servicas Procurement No " i
State of Florida Division of State Purchasing o G 28
Statewide Confract Order Forms (Quick Quate Contracts Only) No & &
Supplier Diversity Office (Formerly SOMWBA) o G 28
Training No o o
Western States Contracting Alliance No G &
Currently displaying 50 records per page. Change displayto 8, 10, 15, 25 records per page
© Commonwealth of Massachusetts Comm-PASS System Availability  Sitz Policies  About0SD  0SD Homepage

A
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Contracts and Solicitations can have differing approval chains.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PASS e e (QSD (@) Mass.fo
[resource cenren

Procurement Access & Sal

- QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » MyProfile > Organization »

GHELABONAL SEEOCHS BVION

Currently Administering

Operational Services
Browse My Departments Division /

Operstional Services Division

Approver List for Contracts

Quick Tips...
Department Approval Seq. No First Name Last Name
Nothing found to display. The lists shown on this
screen displays all the users
that wil approve your
Approver List for Solicitations solictation and contract
documents.
Department Approval Seq. No First Name Last Name
. . Please note that 1 document
Nothing found to display. can be routed up to 10
approvers.
Approver List for Quick Quotes
Department Approval Seq. No First Name Last Name
Nothing found to display.
Approver List for Awards
Department Approval Seq. No First Name Last Name
Nothing found to display.
Approver List for Purchase Orders
Department Approval Seq. No First Name Last Name
Nothing found to display.
& Commonwealth of Massachusetts Comm-PASS System Availability  Site Policies About 05D 05D Homepage

A
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Approvals occur in numerical sequence beginning with 1.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

a Browse My Departments - Microsoft Internet Explorer = |E|| x|
Fil= Edit Wisws Fawarites Tools Help

<= Back -~ = - @ ot | @Search [&&] Favarites @ | %v = -
Address I@ htkps:  fvaesawe, ebidsourcing. com/displayvBuverUserProfApprList . dovdovalidate Token=falsef&showBreadcrumbsF.eturnLink=védeptId=2z1 15 vI @GO
. |
cnmm—t, » Admin + Search » Logout » Help Mass. ?Wf-e:\
Procorement Access & L _';;’i‘."i‘ﬁ'
L EEEESEEEES EONITEOEN TN AT LIRS LA

Home = iy Profile = Organization =

aficn Syatem

Currently Administering:
Dperational Services Divisian

Browse My Departments

Approver List for Contracts Quick Tips...
2 iterms found, displaying all iterms. The lists showen on this
A row _ =screen dizplays all the users
Department Seq. = Last Hame thist il approyve your
Cperational Services Division 1 Lockewood solicitation and contract
documents.
2 Fermandez

Plea=e note that 1 document

b Litec] to10
Approver List for Solicitations can be routed up to

=Tl gu =T =
One itern found.
Approwval =
Department Approval First Hame Last Hame
Seq. Ho - -
Cperational Services Division [ Bethy Fernandez
@ 2004 Commonuusalth of hassachusatts Privacy Polic Sbout OS0 050 Homepage

=l

& [ [& [ nternet

A
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Approval chains are created by your Comm-PASS Administrator Select the “My Profile”
breadcrumb to return to the menu.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

; Browse MMy Departments - Microsoft Internet Explorer

= o

Fil= Edit Wisww Favarites Taols Help i

S Back - = - () i | | Ll search  [Ge]Favorites 3 | 4 =5 -

Address IE https: ) frasn . ebidsourcing . comdisplavBuyerUserProf apprList . dordavalidate Token=Ffalsef:showBreaderumbsReturnlink=y&deptid=21 15 LI WGD
cﬂmm—spﬂss » Admin » Search » Logout » Help Mass_(/;—fm'f-:\ =l
Frocurement Access & Solicitation System i Bl

_ CONTRACTS FORUMS APPROVAL REPORTS PROFILE _

Horme = hiy Profile = Currently Adrministering:

Cperational Services Divisian
Browse MMy Depal
Approver List for Contracts Quick Tips...
2 iterms found, displaying all itermns. The lists shown on this
Approval _ screen displays all the users
Department Seq. Ho First Hame Last Hame thist swvill spprose your
Operational Services Division 1 Gillian Lockwood zggir:.t;;nsand EEEE
2 Bethy Fernandez :
Please note that 1 document
_ . _ can be routed up to 10
Approver List for Solicitations CEETEETS.
one itern found.
D ApDre _
Department e First Hame Last Hame
Seq. Ho
Dperational Services Division 1 Bethy Fernandez
& 2004 Commonwealth of hiassachusetts Privacy Policy Sbout OS50 050 Homepage

=l

@ I_ ’_ E |4 Internst

A
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Note: “Select Browse My Approvers” to access approval view directly, select “Edit
User Preferences”.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

» Logout » Help

| | QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY m RESDURCE CENTER

Home > Currently Administering:
) Operational Services
My Profile Division /

Opesational Services Division

Edit Contact Information
Allows editing of name and address information.

Quick Tips...

Browse My Departments

Allows you to view all of the departments to which you have been assigned. To quickly locate a

Solicitation try the
Browse Ny Approvers — Solicitation Search
Allows you to view the users that will approve your solicitation and contract documents.

Edit User Preferences To quickly locate a

Allows user to customize p_ Contract, including

Statewide Contracts, try

= Change Login ID the
Allows you to change your login ID Contract Search

Change Password

To quickly locate a
Allows you to change your password

Bidder's Forum try the
Forum Sesrch

Change Security Question and Answer
Allows you to change your security question and answer.

To quickly locate a Quick

= Browse My Notifications Quote try the
Allows you to view the notifications sent to you. Quick Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within Comm-
PASS to avoid error
messages

Selectthe Help linkin
the navigation bar or Help
to access help topics
relating to system
functionality.

© Commonwealth of Massachusetts Comm-PASS System Availabili Site Policies About OSD OSD Homepage

A
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User Preferences

D

e Home Page Options OPERATIONAL SERVICES DIVISION

e Users may choose home page style and result count per page

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

- Menu: presents a list that duplicates the Navigation bar

- Desktop: presents fast access to documents by count and status, including:
e (#) Items in Your Approval Inbox
e (#) Items in Your Rejected Inbox
e (#) Your Draft Solicitations
e (#) Your Draft Contracts
e (#) Your Open Solicitations
e (#) Your Active Contracts
e (#) Your Active Forums
e (#) Email Notifications Sent Today
e [tems I’'m Tracking

e Result Count options
- Users may choose either 5, 10, 15, 25, or 50 rows per page

A
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Select “Set Desktop as Homepage” drop-down arrow. Select “Yes” as setting.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

R
Comm=PR5S [PTR" @30 Mass,
Pracurement Accees & Soliztation System T ;
- QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MM BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Home » My Profle » .
fme 21 o0 Clrenty Administering
. Cperational Senices
Edit Preferences D
Cperatianl Benices Division
User Preferences
Quick Tips..
Set Deskp a5 Homepage: Yes
Defaut Mumber of Rows Per PagePage: §) »
& Commaniealth of Maszachusets Comm-PASS System Avalabiliyy  SitzPolces  About0SD 05D Homepace

A
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o ”
Select “Save” button. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

A
Comm-PR5S P @SD Mass
Pracurement Accees & Soliztation System LI ‘
- QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MM BUSINESS DIRECTORY | FEDSTIMULUS | RESOURCE CENTER
Home » Ny Profile » o
1O » 71 P Clrerty Administering
. Operational Senvics
Edit Preferences D
Operstional Senvices Division
User Preferences
(Quick Tips.
Set Deshop a5 Homepage: Yes
DefaultNumber of Rows Per Page Page: 50 »
& Commaneslth of Massachusets Comm-PASS System Avalabliy  SitePoliies  AboutDSD 0D Homepage

A
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View confirmation message, select “Home” breadcrumb.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PRES e @SD.MM
Pronurement Access & Seliotation System L et
QIJlCKQUDTES SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MM BUSINESS DIRECTORY | FED STIMULUS | RESDURCE CENTER
Hame » .
- Cumenty Administering;
] Ciperations| Services
Edit Preferances Disin |
Ciperafional Senices Division
o Yourchanges have been saved successfull.
UUser Preferences .
Quick Tips...
St Destiop as Homepage: Yes »
DefatNumber of Rows Per Page Page: 50 »
€ Commanwealth of Massachusett Comm-PAGS System Avaizbilty  SitePolicies  About0SD 05D Homepage

A
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View “Desktop”. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PRASS oot ks
Frocurement Access & Solicd yatem
| [QuICK QUOTES [ SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Desktop Currently Administering
Cperstional Sevices
. . Division /

Quick Links o] Services Division

You have 0 ltems In Your Approval Inbox You have 1 Draft Quick Quote(s)

You have 0 Items In Your Refected Inbax You have 0 Draft Award(s) Quick Tips

You have 1 Draft Solicitation(s) You have 0 Draft Purchase Order(s) A=

You have 0 Draft Contraci(s) You have 0 Posted Quick Quote(s) )

You have 0 Open Solicitation(s) You have 0 Posted Award(s) To quickly locate a

You have 0 Active Contract(s) You have 0 Posted Purchase Order(s) Solicitation try the

You have 0 Active Forum(s) You have 0 Quick Quotes(s) with atleast ane(1) Response Solicitation Search

You have 0 Email Motification(s) that were sent today

You have 6 BuySmart Membership Requests Awaiting Review To quickly locate a

Contract, including
Statewide Contracts, try
Items I'm Tracking the
Contract Search

One item found

Close Date/End DateiQuote

Document Type Document Title 5
Deadline

Delete View To quickly locate a
Bidder's Forum try the

SOLICITATION Windshield and Glass Replacement for Vehicles 05/05/2011 m & Forum Search

To quickly locate a Quick
Quote try the
Quick Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within Comm-
PASS to avoid error
messages

Selectthe Help linkin
the navigation bar or Help
to access help topics
relating to system
functionality.

© Commonwealth of Massachusetts Comm-PASS System Availabili Site Policies  About OSD  OSD Homepage

A
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View any item by selecting the link, select “Draft Solicitations” link.
OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PAS e e Q8D (8) Mass.for

Frocurement Access & Solicitation Spstem OPBLATONAL SFTICE BVIBON
ks oo comcs s s s o o s s 1 oo o o
Desktop Currenty Administaring:
Cperational Services
- Division /

Quick Links Cperational Services Division

You have 0 Items In Your Approval Inba You have 1 Draft Quick Quote(s)

You have 0ltams In Your Rejected You have 0 Draft Award(s) Quick Tigs

You have 1 Draft Solicitation(s You have 0 Draft Purchase Order(s)

You have 0 Draft Contract(s) You have 0 Posted Quick Quota(s _

You have 0 Open Solicitation(s You have 0 Posted Award(s To quicklylocate a

You have { Adive Contract(s) You have 0 Posted Purchase Order(s Solictation try the

You have 0 Active Forum(s) You have 0 Quick Quotes(s) with at least one(1) Respanse Solicitation Search

You have ) Email Nofification(s) that were sentoday

You have & BuySmart Membership Requesls Awailing Review To quickly locate &
Contract, including
Statewide Contracts, iy

ttems 'm Tracking the
Contract Search

One item found.

Document Type Document Title Close Da?:;i';:nn:m — Delete View To quickly locate a
Bidder's Forum trythe
SOLICITATION Windshield and Glass Replacementfor Vehicles 0510512011 fi s Forum Sesrch

To quickly locate a Quick
Cuote tythe
Quick Quote Search

A
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System displays all your documents select “View” icon to access the record. OPERATIONAL SERVICES DIVISION

THE OPERATIONS TRAINING, AND AUDIT OFFICE

Comm-PRSS = n (N0 s

Procurement Aecees & Soliztatizn Sestem o
- QUICK QUOTES [“SOLICITATIONS"| CONTRACTS M APPROVAL | REPORTING M MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » Solctaions »

Manaye My Drat Solicitaions

+ Fiter This Lit
One femfound.
(Cloge Date Document Humber Title Status Last Changed w View
05092011 LF1234-TEST TEST ORAFT &
& Commaniealth of Massachusetts Comm-PASS System Avalihlity  StePdices  AboutOSD 0D Homepage

A
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Documents are always presented in the display format. Note that only Open/Active or

Closed/Inactive statuses are public.

Comm-PRASS

Procurement Access & Salics

Home »

Summary

SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MV PROFILE | BUSINESS DIRECTORY | FED STIMULUS

RESOURCE CENTER

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

05D s

OMNADINAL IEFCES BVION

‘logout  belp

Currently Administering:
Operational Semvices
Division /

Document Humber: LF_1234-TEST

- Rules  Issuer(s)

Intent ~ Other Information

Document Title:
Document Status:

Issued By: Operational Services Division | Operational Services Division

TEST
DRAFT

Operational Services Division
> Perform Actions on This Solicitation

» Track Solicitation on Wy Deskiop
Quick Tips...
For Buyers ONLY:

Perform Actions link
offers access torecord
management options

Version: 00000

Estimated Value {US$):

Estimated Units:

5,000.00
Mot Available

like Copy, Amend,
Cancel, and Add Update
depending upon user roles,

Small Procurement - Estimated Value $5,000 to $150,000: Yes
Large Procurement - Estimated Value greater than $150,000: Mo

Open Date:
Amendment Deadline:

05/09/2011 02:50PM Close Date: 05/09/2011 03:00PM

Last Changed Date:

record ownership and
document status.

For record owner's

Comm-PASS Category:

Architectural-Engineering Services | OTHER- All Other Architectural-Engineering Services

QNLY:

Evaluate Solicitation ink

Issuing Organization:

Operational Services Division | Operational Services Division

should only be selected to
manage the electronic bid

Procurement Type:
Applicable Procurement Law:

Open to All Eligible Public Entities
MGLcC.7,§22;c.30,§51 §52; 801 CMR 21.00

process bid process for
records which allow Online
Response, as specified on
the record's Rules tab.

© Commonwealth of Massachusetts

For Statewide Contract: Mo Contains Federal Stimulus: No Contains EPP: No
Contains SDP: No Contains Prompt Pay: No Contains MBE\WBE/DBE Goal: No
Description: test
Related Solicitation Number: Not Available

Comm-PASS System Availability — Site Palicies About OSD OSD Homepage

A
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Select “Track on My Desktop” link for fastest access to any Document.

Comm-~PRASS

Procurement Access & Salicitation System

Home » Solicitations » My Draft »

Summary

QUICK QUOTES [ SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING mr PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

» Logout » Help

GHELATGNAL SERVICE BVIBON

Document Number: LF_1234-TEST Issued By: Operational Services Division | Operational Services Division

- Rules Issuer(s) Intent  Other Information

Document Title: TEST
Document Status: DRAFT

> Perform Actions on This Solicitation » Track Solicitation on My Desktop

Vers|

Estimated Value (US$): 5,000.00
Estimated Units: Mot Available

Small Procurement - Estimated Value $5,000 to $150,
Large Procurement - Estimated Value greater than $150,0)

Open Date: 05/09/2011 02:50PM
Amendment Deadline:

Close Date: 05/09/2011 03:00PM
Last Changed Date:

Comm-PASS Category: Architectural-Engineering Services /| OTHER- All Other Architectural-Engineering Services

Issuing Organization: Operational Services Division | Operational Services Division

Procurement Type: Open to All Eligible Public Entities
Applicable Procurement Law: MGL c.7, § 22; c. 30, § 51, §52, 801 CMR 21.00

Contains Federal Stimulus: No
Contains Prompt Pay: Mo

For Statewide Contract: No
Contains SDP: No

Contains EPP: No
‘Contains MBE/AWBE/DBE Goal: No

Description: test

Related Solicitation Number: Not Available

® Commonwealth of Massachusetts

Comm-PASS System Availability  Site Policies

05D () Mes -

Currently Administering:
Opesational Services
Division /

Operational Services Division

Quick Tips...
For Buyers ONLY:

Perform Actions link
offers access torecord
management options
like Copy, Amend,
Cancel, and Add Update
depending upon user roles,
record ownership and
document status.

For record owner's
OMNLY:

Evaluate Solicitation ink
should only be selected to
manage the electronic bid
process bid process for
records which allow Online
Response, as specified on
the record's Rules tab.

About OSD  OSD Homepage

A
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The link now reads View [Document Type] on My Desktop Select this link or select

“Home” breadcrumb.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PASS

FProcurement Access & Solicitati

Home »,

Summary

SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS

RESOURCE CENTER

» Logout + Help

Document Number: LF_1234-TEST

- Rules Issuer(s) Intent  Other Information
Document Title:

Document Status:

Estimated Value {US$):

Estimated Units:

Open Date:
Amendment Deadline:

Comm-PASS Category:

Issuing Organization:

Procurement Type:
Applicable Procurement Law:

For Statewide Contract:
Contains SDP:

Description:

Related Solicitation Number:

Izsued By: Operational Services Division / Operational Services Division

TEST
DRAFT

5,000.00
Not Available

05/09/2011 02:50PM

Architectural-Engineering Services | OTHER- All Other Architectural-Engineering Services

Operational Services Division | Operational Services Division

Open to All Eligible Public Entities
MGLc.7,§22 ¢ 30,§51,§52 801 CMR 21.00

No Contains Federal Stimulus: No
No Contains Prompt Pay: No
test

Not Available

> Perform Actions on This Solicitation » Track Solicitation on My Desktop

Version:

Small Procurement - Estimated Value $5,000 to $150,000:
Large Procurement - Estimated Value greater than $150,000:

Close Date: 05/09/2011 03:00PM
Last Changed Date:

Contains EPP: No
Contains MBE/WBE/DBE Goal: No

08D -

OPADINAL IEFCES V0N

Currently Administering
Operational Services
Divisien /

Operational Services Division

Quick Tips...

For Buyers ONLY:

Perform Actions link
offers access torecord
management options
like Copy, Amend,
Cancel, and Add
Update depending upon
user roles, record
ownership and document
status.

For record owner's ONLY:

Evaluate Solicitation
ink should only be selected
to manage the electronic
bid process bid process
for records which allow
Online Response, as
specified on the record's
Rules tab.

A
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The Document is now one click away when you enter Comm-PASS.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PASS o we (QSD (8) Mass.jov

o CHLAABDNAL EPVICES ot

ccurement Access & So

_ QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Desktop Currently Administering:

Operstions| Services
Division /

Quick Links Operstions| Services Division

You have 0 Items In Your Approval Inbox You have 1 Draft Quick Quote(s

You have 0 ltems In Your Rejected Inbox You have 0 Draft Award(s o

You have 1 Draft Solicitation(s You have 0 Draft Purchase Order(s) Quick Tips...

You have 0 Draft Confractis You have 0 Posted Quick Quote(s To quickly locate a

You have 0 Open Solicitation(s You have 0 Posted Award(s Solicitation try the

You have 0 Active Confractis You have 0 Posted Purchase Order(s) Solicitation Search

You have 0 Active Forum(s You have 0 Quick Quotes(s) with at least one(1) Response ——

You have 0 Email Motification(s) that were sent today

To quickly locate a
Contract, including
Statewide Contracts, try
the

Contract Search

You have 6 BuySmart Membership Requests Awaiting Review

Items I'm Tracking

2 items found, displaying all items.

Document Type Document Title Daf\foseé% Delete View To quickly locate a

DatelQuote Deadiine Bidders Forum fry the
SOLICITATION TEST 05/09/20414 hf o Forum Search
SOLICITATION Windshield and Glass Replacement for Vehicles 05/05/2011 ] &

To quickly locate a Quick
Quote trythe
Quick Quote Sesrch

When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
ITor messages.

Selectthe Help link in the
navigation bar or Help to
access help topics
relating to system
functionality.

© Commonwealth of Massachusetts Comm-PASS System |ahili Site Policies About 05D oso

A
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To access the document in one click, select the “View” icon to delete the

OPERATIONAL SERVICES DIVISION
document from your Desktop, select the “Delete" icon.

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

we o (OSD () Mass.
ononesvson
RESOURCE CENTER
Desktop Currently Administering:
Operstionsl Services
. . Division /
Quick Links Operational Services Division
You have 0 items In Your Approval Inbax You have 1 Draft Quick Quate(s
You have 0 items In Your Rejected Inbax You have ( Draft Award(s o
You have 1 Draft Solicitations You have 0 Draft Purchase Order(s Quick Tips..
You have 0 Draft Confract(s You have 0 Posted Quick Quoate(s) To quick local
You have 0 Open Salicitation(s You have 0 Posted Award(s S%I?g:;gngnutcat:ea
You have 0 Active Confract(s You have 0 Posted Purchase Order(s) P—— SBr:l "
You have 0 Active Farum(s You have 0 Quick Quates(s) with at least one(1] Response -
You have 0 Email Notification(s) that were sent today
) ) To quickly locate a
You have f BuySmart Membership Requests Awaiting Review Contract including
Statewide Confracts, try
: ) the
ltems I'm Tracking Contisc Search
2items found, displaying all tems.
Document Type Document Title S ek Delete View To quickly locate a
DatefQuote Dezdin Bidder's Forumry the
SOLICITATION TEST 05/09/2011 fl & T
SOLICITATION Windshield and Glass Replacement for Vehicles 05/05/2011 i &" . .
To quickly locate a Quick
Quote try the
Quidk Quote Search

Copyright© Operational Services Division All Rights Reserved
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When navigating in
Comm-PASS, use the

navinatian linke and

A




Selecting delete removes the document from “Items I’'m Tracking”. It does not delete the
document from the system.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm=~PASS5 S

| [ QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Desktop Currently Administering:
Operstional Services
Quick Links Biksiar /

Operations| Services Division

You have 0 fems In Your Approval Inbox You have 1 Draft Quick Quote(s)

You have 0 fems In Your Rejected Inbox You have 0 Draft Award(s)

You have 1 Draft Solicitation(s) You have 0 Draft Purchase Order(s) Quick Tips...

You have 0 Draft Contract(s) You have 0 Posted Quick Quote(s) .

You have 0 Open Salicitation(s) You have 0 Posted Awardis) 'SFU ‘qu;CrIY Iutcatlg 2
You have 0 Active Contraci(s) You have 0 Posted Purchase Order(s) e
You have 0 Active Forum(s) You have 0 Quick Quotes(s) with at least onei1) Response ——
You have 0 Email Nofificatio

To quickly locate a
Contract, including
Statewide Contracts, try
the

Contiact Search

Items I'm Tracking

One item found.

Document Type Document Title Daf'fsai% Delete View To quickly locate a
—— Bidders Forum try the
SOLICITATION TEST 05/00/2011 i @ EoREueatay

To quickly locate a Quick
Quote try the
Quick Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
£ITOr Messages

Selectthe Help link in the
navigation bar or Help o
access help topics
relating to system
functionality.

©® Commonwealth of Massachusetts Comm-PASS System Availabili Site Policies About 05D 050 Homepage

A

Copyright© Operational Services Division All Rights Reserved



Select the “My Profile” tab to return to the menu.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

@ Commenweslth of Massachusetts

Comm-PASS owout belp
Frocurement Access & Solicitation System
[ [ourccquores [sourcrramions [contracrs [ rorums | approvat [reporrin | apmin | mv proriie [ susiwess precrony [ Fep srimutus | resounce centen
Desktop Currently Administering
i Division |
e o] Services Division
You have 0 ltems In Your Approval Inbox You have 1 Drafi Quick Quote(s)
You have 0 ltems In Your Rejected Inbox You have 0 Draft Award(s) Quick Tips
You have 1 Draft Solicitation(s) You have 0 Draft Purchase Order(s) =
You have 0 Draft Contraci(s) You have 0 Posted Quick Quote(s)
You have 0 Open Solicitation(s) You have 0 Posted Award(s) To quickly locate a
You have 0 Active Contracts) You have 0 Posted Purchase Order(s) Solicitation try the
You have 0 Active Forum(s) You have 0 Quick Quotes(s) with at least one(1) R Solicilation Sesrch
You have 0 Email Motification(s) that were sent today
You have 6 BuySmart Membership Requests Awaiting Review To quickly locate a
Contract, including
Statewide Contracts, try
Items I'm Tracking the
Contradt Search
One item found.
+ Close DateiEnd Date/Quote
Document Type Document Title Close DaBe;ir:l:iinD:lef uote Delete View To quickly locate a
— Bidder's Forum try the
SOLICITATION Windshield and Glass Replacement for Vehicles 05/05/2011 ﬁ? & Forum Search

To quickly locate a Quick
Quote try the
Quick Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within Comm-
PASS to avoid error
messages

Selectthe Help link in
the navigation bar or Help
to access help topics
relating to system
functionality.

Comm-PASS System

Site Paolicies About OSD  OSD

A
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Select “Edit User Preferences” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PRAS5S losowt tels
Pracurement Access & S n Syatem
_ QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS [ APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Home >

Currently Administering

) Operational Services
My Profile Division /

Edit Contact Information
Allows editing of name and address information

Browse Ny Departments
Allows you to view all of the departments to which you have been assigned.

Browse My Approvers
Allows you fo view the users that will approve yo

icitation and contract documents

Edit User Preferences
Allows user to customize preferences

Change Login ID
Allows you to change your login 1D.

Operational Services Division

Quick Tips...

To quickly locate a
Solicitation try the
Solicitation Search

To quickly locate a
Contract, including
Statewide Contracts, try
the

Contract Search
Change Password
Allows you to change your password

To quickly locate a

= Change Security Question and Answer Bidders Forum try the
Allows you to change your security guestion and answer. Forum Search

Browse My Notifications
Allows you to view the nofifications sent to you.

To quickly locate a Quick
Quote try the
Cuidk Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
eITor messages.

Selectthe Help linkin the
navigation bar or Help to
access help topics
relating to system
functionality.

© Commonwealth of Massachusetts Comm-PASS System Availabili Site Policies About OSD 05D Homepage

A
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Select “Default Number of Rows Per Page” drop-down arrow select the number you prefer.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PAS won 0500

i lem
Frocurement Aczess & Solictafion System AL SEECHS v

QIJICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING M MY PROFILE"| BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home» WPl Cmantly Administering
] Ooerafional Services
Edit Preferences Dion
Querafional Services Division
User Preferences
Set Deskop as Hamepage: Yes » Quick Tips..
DefauttNumber of Rows Per Page Page: m
)
1
15 Gae
%

£ Commanzalh of Masszchusetts Comm-PASS System Avalablly  ShePolickes  Abouwt0SD 03D Homesage

A
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Note the “Default Number of Records” setting. Select “Save” button.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comr<PHS _— %qu«

Fracurement Ageess & Salictiation Syetem PN
QUIEK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING M MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Homs » Wy Profle » .
fe /O CLIHEHNWMIHISTEHHQZ
. Cperstional Services
EditPreferences i/
Qperafional Senvices liision
User Preferances
(Quick Tips.

Set Desiiop 25 Homepage: Yas »
Oefaut Number of Rows Par Page Page E

£ Commanelth of Messachusetts Comm-PAS System Avalabiity  Gite Plicies  AboutQSD 05D Homepage

A
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A confirmation message is provided, select the “Solicitations” tab to begin Search.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comn<PA53 w00 Masso

Fracurement Access & Solivfation System U el i
QUIEKQUDTES SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL REPDRTING MY RROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Home » My Profle » .
fime » ¥y PO Cumerty Administering:
] Operational Services
Edit Preferences Diin
Operstional Sevices Division
¥ Your changes have baen saved successfilly
User Preferences o
Quick Tips..
St Desklop as Homepage: Yes »
Defalt Humber of Rows Per Page Page: ) »
& Commonweathof Massachusett Comm-DASS System Avalablly  ShePolicies  About0SD 05D Homepace

A
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Select search for a “Solicitation” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PRSS
Frocurem: on System
| |quickquotes m CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

U

Home >

Solicitations

= Create a Hew Solicitation
Create a new solicitation using one of three templates in a wizard-driven process

Manaae My Draft Solicitations
View or manage your solicitations that have not yet been submitted.

Manage My Approved Solicitations Awaiting Open Date
View or manage your solicitations that have been submitted but are not yet available to the public

Manage My Open Solicitations
View or manage your solicitations that are available to the public and open for bid

Browse | Evaluate My Closed Solicitations
View or manage your solicitations that are available to the public but closed to bid.

Browse All Open Solicitations
Use this tool for broad searches. Access every Open record posted by a single Entity-Department or classified in a specific Category-Subcategory of goods and senices

Browse All Closed Solicitations
Use this tool for broad searches. Access every Closed record posted by a single Entity-Department or classified in a specific Category-Subcategory of goods and semvices.

Search for a Solicitation
Use this tool to locate solicitations for Statewide Contracts, both Open and Closed records, or records containing specific criteria you know like Document Number, or Date Range (Open, Closed, Last Changed).

& Commonwealth of Massachusetts.

Currently Administering:
Operationsl Services
Division /

Cperationsl Services Division

Quick Tips...

To quickly locate a
Solicitation try the
Solicitation Search

To quickly locate a
Contract, including
Statewide Contracts, try
the

Contract Seerch

To quickly locate a
Bidders Forum try the
Forum Search

To quickly locate a Quick
Quote try the
Quidk Quote Search

‘When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
£rror messages.

Select the Help link in the
navigation bar or Help to
access help topics
relating fo system
functionality.

About OSD OSD Homepage

DL S S S S S S S SSS SSSSS SSSSSSSSSS SSS SSS SSSSSSSSSSSSSSSSSSSSS
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Select “Open” status for “Document Status” drop-down. Select “Search”
button.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

QIJ[CKQLIDTES SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home > Solicitations > Currently Administering:
o Operationsl Services
Search for a Solicitation Division /

Operational Services Division

Search by Keyword
Quick Tips...

Keywords: Bearch

The keyword search is not strongly recommended since it requires you to make an EXACT MATCH. It is not case sensitive, it does not recognize “wildcard” symbols like the asterisk (%), and does not recognize commands like "AND.” For best results, leave it empty. T ——

**AND** Search by Specific Criteria

For Statewide Contract
Contains Federal Stimulus
Contains MBEWBE/DBE Goal

Small Procurement - Estimated Value $5,000 to $150,000

issued by the Operational
Services Division or its
designee(s). State
executive agencies are
required to use any contract
resulting from a statewide
solicitation. The resulting
contracts are also open for
use by eligible public entities.
To confirm the issuer is.
0SD, view the Issuer(s) tab

]
L
s

Contains SDP: [[] Requires a Supplier Diversity plan, formerly known as an Affirmative Market Program (AMP) plan.
D of a specific solicitation
0

Large Procurement - Estimated Value greater than $150,000
To locate an OSD-issued

Document Number statewide solicitation:
Document Status: Open  ~
Department Select Department

Procurement Type - 2. Select OPEN as the
Document Status; and,

1. Select the For Statewide
Contract box

Applicable Procurement Law: -
Comm-PASS Category:  Select Category 3. Select Search.

ANI - Live Animal
Search
CLT - Clothing/Footwear

ENE - Energy/FuelUtiities

*AND** Search by Date Ranges
FAC - Environ. Services

Open Date: MU By v - i FAC - Facilty Maint/Repair
Menth Day Year Nonth Day Year
Ciose Date: m wt - Er P +t ] FIR - Fire/ENS.
" Month Dsy Year Month Dy Year GRO - Food/Groceries
Last Changed Date hal hd M EITU hd [ hd [ h EI HLS - Homeland Security
Manth Day Year Month Day “Year e
. - | -~/ ~ & -~/ -~/ ~ [
Amendment Deadline: To - i
Manth Day “Year Month Day “Year HSP - Healthcare/Tolletries

HSS - Human/Social Serv.
ITC - IT Hardware

ITS - T Software &

A
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Select the “Match Your Search Criteria” link. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

mm-~PAS. ot e

-m SOLICITATIONS |CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY m RESOURCE CENTER

Home > Solicitations > Currently Administering:
o Cperstional Services
Search for a Solicitation Divisicn /

Operational Services Division

There are 510 Solicitation(s) found that match your search criteria

Search by Keyword Quick Tips..

Keywords: Statewide solicitations are

issued by the Operational
The keywaord search is not strongly recommended since it requires you to make an EXACT MATCH. Itis not case sensitive, it does not recognize “wildcard™ symbols like the asterisk (*), and does not recognize commands like "AND " For best results, leave it empty. ServicesyDivis\02 i
designee(s). State
executive agencies are
required to use any contract
resulting from a statewide
solicitation. The resulting
contracts are also open for
use by eligible public entities.
To confirm the issuer is.
05D, view the lssuer(s) tab
Contains SDP: Requires a Supplier Diversity plan, formerly known as an Affirmative Market Pragram (AMP) plan of a specific solictation
Small Procurement - Estimated Value $5,000 to $150,000

Large Procurement - Estimated Value greater than $150,000 :

**AND** Search by Specific Criteria

For Statewide Contract:
Contains Federal Stimulus:
Contains MBE/WBE/DBE Goal

To locate an OSD-issued
statewide solicitation:

1. Select the For Statewide
Contract box

Document Number:
Document Status: Open
2 Select OPEN as the
- Select Department
Department Select Department Document Status; and,
Procurement Type: -

3. Select Search

Applicable Procurement Law: -

Comm-PASS Category.  Select Category AMI - Live Animal

CLT - Clothing/Footwear

ENE - Energy/FueliUtilties

FAC - Environ. Services

L e DD g FAC - Facilty Maint/Repair
Open Date: bl L/ B b R I A FIR - Fire/EMS
Month Dy “ear - Month Day ear - ERO - FosdiGraceris
. ~|f - |1 - ~|f ~|f -
Close Date: To ;
Menth Dsy ‘Year Menth Day Vear HLNS* Homeland Security
onl
Last Changed Date: hd LB * B hd [ L - |
g Menth Day “Year Month Day Year HSP - Healthcare/Toiletries
Amendment Deadline |t M M IEITU v ML -E@ HSS - Human/Social Serv.
Month Dy Year Menth  Day Year

ITC - IT Hardware

ITS - T Software &

Services

A
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Records are displayed 50 per page based on your Profile default.

Home > i}

1 Search >

Solicitation Search Result

510 iterns found, displaying 1 to 50. [FirstPrev] 1,

Close Date

0643042111

0143142110

12/31/2099

12/31/2099

12/31/2099

06/30/2038

01/31/2038

01/22/2030

071412027

05M5/2027

05/01/2027

017312027

12/01/2026

12/01/2026

07M15/2026

07/01/2026

06/30/2025

06/30/2025

04M15/2025

05/31/2024

06/30/2023

06/30/2022

06/30/2022

06/30/2022

05/31/2022

05/30/2022

02/21/2022

01/01/2022

A

Document Number

2002-1210-3090-024
DHCD 2010 Housing
coac3

DMADZ21004001

RSS - AMMOUNCEMENT
ITPITD 11-44

ITD ITP 11-43
ALCEHSVEMTILATOR-RFA
7500-11-MassCorTraining
12-IND-7515-Flagmate
13-DOC-Programitems
7500-11-MassCor-Main
7500-11-tippingmachine
12-IND-7552-TEXTILES
12-Ind-7552-Signfabr...
75SB-Milledwood
DDS-PSYCH-11
DMR-CO-003
12-IND-7552-SignMate
MRC2011CLINICALSERWVMO1
2008-005

302022

SSQUAL-10

102022

MRCICC 12
10162001DMAD1

DCR 509

VEHICLEMODFY12

.5 6,7, 8 [Mextlast

@SD

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Inpatient Forehsic Evaluation Master Servi
Purchase of Publicly-Assisted Affordable H
1-93/1-90 Interchange, Southbound Viaducts...

MNewMMIS RFR Announcement

ANNOUMCEMENT OMNLY - RESIDENTIAL SUPPORT SE...

Motice of Purchase Mass Technology Collabo...

Motice of Agreement Between the Commaonweal...

Request for Applications for Nursing Facil

MassCor Specialized Training

FLAG MATERIAL, ACCESSORIES AND SUPPLIES

Program Goods and Semvices
Maintenance Repair, Parts and Emergency Se
Tipping Machinery Equipment and Service
Textile Machinery, parts, Supplies and Ser.

Sign Fabrication Equipment

Milled Wood and Furniture Making Products
Psychiatric, Psychopharmacelogy and Neurop...
LUSA- Limited Unit Rate Service Agreement.
Sign Making Materials

Clinical Services for Individuals with Dis...
Actuarial Consulting Service

Sexual Assault Nurse Examiner Program
Support Senvices Qualifying List

Laboratory Supervisor Il

Individual Consumer Consultants

Program of All-inclusive Care for the Elde
Environmental Consulting Services

Vehicle Modification Services

Soamon
RESOURCE CENTER
Title Status Last Changed % View
OPEN 06/16/2004 06/30/2111 =
OPEN 01/13/2010 01/31/2110 G
OPEN 06/16/2004 12/31/2099 =S
OPEN 10/23/2008 1213012099 s
OPEN 06/16/2004 12/31/2099 [
OPEN 0721201 [
OPEN 05/24/2011 e
OPEN 05/13/2010 01/22/2030 =
OPEN 09/29/2011 0711412027 2=
OPEN 09/29/2011 05M5/2027 i
OPEN 04/05/2012 0510112027 e
OPEN 09/29/2011 0173112027 G
OPEN 09/29/2011 1210112026 =
OPEN 02401/2012 1240112026 G
OPEN 09/29/2011 0715/2026 =S
OPEN 09/29/2011 0710112026 &
OPEN 04/23/12012 06/25/2025 [
OPEN 10/06/2008 06/30/2025 [
OPEN 05/02/2012 04M15/2025 &
OPEN 12i28/20M 05/31/2024 =
OPEN 0742712011 06/30/2023 e
OPEN 04/26/2012 06/30/2022 i
OPEN 04i25/2012 06/15/2022 e
OPEN 074052011 06/30/2022 G
OPEN 0142712012 0513112022 =
OPEN 10/23/2008 0513012022 s
OPEN 03212012 02/21/2022 =S
OPEN 0412712012 01/01/2022 &

Copyright© Operational Services Division All Rights Reserved




@SD

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Select the “My Profile” tab.

& 5o ==

[auscr auores [ SatzerATENS | commacrs | rorums | ApsrovaL | ReporTInG | Ao |

> 15 > itation Search »

BUSINESS DIRECTORY m RESOURCE

itation Search Result

Close Date Document Number Title Status Last Changed View
06/20/2111 2002-1210-3090-02A Inpatient Forensic Evaluation Master Servi OPEM 06/M16/2004 06/20/2111 e
01/312110 DHCD 2010 Housing Purchase of Publicly-Assisted Affordable H... OPEMN 01/13/2010 01312110 &
12i31/2099 co9Cc3 1-93/1-90 Interchange, Southbound Viaducts OPEMN 06/16/2004 12i31/2099 (=
12i31/2099 DMAD21004001 NewMMIS RFR Announcement OPEMN 10/23/2008 12/30/2099 &
12i31/2099 RSS - ANNOUNCEMENT ANNOUNCEMEMNT OMLY - RESIDENTIAL SUPPORT SE.. OPEMN 06/16/2004 12/31/2099 &
08/30/2038 ITPITD 11-44 Motice of Purchase Mass Technology Collabo OPEMN o721/201M &
01/31/2038 ITD ITP 11-43 Motice of Agreement Between the Commeonweal... OPEN 05/24/2011 &
01i22/2030 SLCEHSVENTILATOR-RFA Request for Applications for Mursing Facil OPEMN 05M13/2010 01i22/2030 &
07i14/2027 7500-11-MassCorTraining MassCor Specialized Training OPEMN 09/29/2011 07i14/2027 &
05/156/2027 12-IND-7515-Flagmate FLAG MATERIAL, ACCESSORIES AND SUPPLIES OPEM 09/29/2011 05/16/2027 &
05i01/2027 13-DOC-Programitems Program Goods and Services OPEM 04/05/2012 05i/01/2027 &
01/31/2027 7500-11-MassCor-Main Maintenance Repair, Paris and Emergency Se OPEM 09/29/2011 01/31/2027 (5
12/01/2026 7500-11-tippingmachine Tipping Machinery Equipment and Service OPEN 09/29/2011 12/01/2026 e
12/01/2026 12-IND-7552-TEXTILES Textile Machinery, parts, Supplies and Ser.. OPEMN 02/01/2012 12/01/2026 &
07i1512026 12-Ind-7552-Signfabr. Sign Fabrication Equipment OPEMN 08/29/2011 07i15/2026 (=
07/01/2026 755B-Milledwood Milled Wood and Furniture Making Products OPEMN 09/29/2011 07/01/2026 &
06/30/2025 DDS-PSYCH-11 Psychiatric, Psychopharmacology and Neurop... OPEMN 04/23/2012 06i25/2025 &
08i30/2025 DMR-CO-003 LUSA - Limited Unit Rate Service Agreement OPEMN 10/06/2008 08i30/2025 &
04/15/2025 12-IND-7552-SignMate... Sign Making Materials OPEM 05/02/2012 04/15/2025 &
05i31/2024 MRC2011CLINICALSERVMO1 Clinical Services for Individuals with Dis. OPEMN 1228201 05i31/2024 &
08i30/2023 2008-005 Actuarial Consulting Service OPEMN 07272011 08i30/2023 &
08/30/2022 302022 Sexual Assault MNurse Examiner Program OPEM 04/26/2012 08/30/2022 &
08i30/2022 SSQUAL-10 Support Services Qualifying List OPEM 0472512012 08i15/2022 &
08/30/2022 102022 Laboratory Supervisor lll OPEM 07/05/2011 08/30/2022 (5
05i31/2022 MRC ICC 12 Individual Consumer Consultants OPEM 01/2712012 05i31/2022 e
05/30/2022 10162001DMADT Program of All-Inclusive Care for the Elde... OPEMN 10/23/2008 05/30/2022 &
02i21/2022 DCR 509 Environmental Consulting Services OPEMN 03/21/2012 02i21/2022 (=
01/01/2022 VEHICLEMODFY12 Vehicle Modification Services OPEM 04/2712012 01/01/2022 &

A
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Select “Change Login ID” link. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PASS v e (OSD (@) Mass. o

OMAATONALSEECH GrvON
_m SOLICITATIONS | CONTRACTS mm BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home >

Quick Tips...
My Profile (Subscription Term: 05/04/2012 - 05/04/2013)

To quickly locate a
Edit Notification Preferences Sullcna.llun try the
Allows you to limit automatic email notifications to either Solicitations, Contracts, and Forums or to Quick Quotes, Awards, and Purchase Orders only. The default setting is to receive notifications for all records. Solicitetion Search

Edit Subscription Contact Info

Allows you to change contact information To quickly locate a

Contract, including
Statewide Contracts, try

= Edit Subscription Additional Info the
Allows you to change the additional information Contract Search

Edit Subscription Areas of Interest

Allows to change the areas of interests To quickly locate a
Bidders Forum try the
Forum Sesrch

Edit User Preferences
Allows user to customize preferences

- To quickly locate a Quick
Renew Subscription Quote try the

Allows you to renew your Subscription

Quick Quote Search

Change Loqin ID

Allows you to change your Login ID. When navigating in

Comm-PASS, use the

= Change Password navigation links and
Allows you to change your password. buttons within Comm-
PASS to avoid errar
= Change Security Question and Answer iR

Allows you to change your security question and answer.

Browse My Notifications

Allows you to view the notifications sent to you Selectthe Help link in
the navigation bar or Help
to access help topics
relating to system
functionality.

Terms of Use for Subscribers
Allows you to view the latest legal Terms of Use for subscribers

Payment Receipt (s}
Allows you to view Payment Receipt (s}

View Profile Change History
Allows you to see the history of your profile changes.

© Commaonwealth of Massachusetts Comm-PASS System il bilit Site Policies About OSD osD

A
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Review Current “Login ID” value “Enter and Re-type” new Login ID values Select “Save
Login ID” button.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Eummeﬂss L m@éﬂ?ﬁ@ Mm.of}m/

Frovorement Access & So

- QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:
Operational Services
Division

Operational Services Division

ﬂnt Login ID: LindaForristall Quick Tips...
e Login ID - must be at least
*Re-type LoginID: [Fonmistall 6 characters in lngih

Password - Hust be at

least & characters in length
5 and contain 3 of the
Sl _ following 4 elements in the

first 8 characters:
Uppercase letters,
Lowercase lefters, numbers,
symbols.

Edit Login Credentials

Change Login ID

Secret Question - Select
from the pre-populated fist
This wil be used later if you
forget your password.

Secret Answer - must be
at least 6 characters long.

© Commonwezlth of Massachuserts Comm-PASS System Avzilability — Site Policies  AboutOSD  DSD Homepage

A
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Error message is displayed if both entries do not match.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PASS e (QSD (8) Mass.fov

Frocurement Aceess & Solic r—

GhilABGNAL SRICT Bvisin
QUIE QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » Wy Profile »

Currently Administering:

Cperational Services
Edit Login Credentials ﬁn}:ﬂ enioes

. . . . Cperational Services Division
® The Re-fype Login ID must match the Login ID entered. Please ensure that both the Login ID and the Re-type Login 1D match _

Change Login ID o
Quick Tips...

Current Login ID; LindaFarristall

T . Login ID - must be at least
Login|D: LindaFomistall — 6 characters in length.
# i S
Repe Login D LindaFo Password - Hust be t
least & characters in length
and contain 3 of the
following 4 elements in the
first & characters:
Uppercase letters,

Lowercase letters, numbers,
symbols.

Saie Login[

Secret Question - Select
from the pre-populated list.
This wil be used later if you
forget your password.

Secret Answer - must be
at least 6 characters long.

@ Commonwez|th of Massachusetts Comm-PASS System Avzilzbility  SitePolicies  AboutOSD  DSD Homepage

A
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Confirmation message is displayed if both entries are typed identically.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PAS3 e Q8D @) Mass v

Frocurement Access & Solictiation System

QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:
Operational Semvices
Diigion

Operational Services Division

Edit Login Credentials

® Your changas have been saved succasstull

Change Login ID
: Quick Tips...
Currgnt Login D: LindaForristall

R . Login ID - must be at least
LognID: Lforistal 6 characters in length.

*Re-type Login I0: Lfomistall

Password = Nust be at
least & characters in length
and contain 3 of the
following 4 elements in the
first & characters:
Uppercase letters,
Lowercase letters, numbers,
3ymboks.

Secret Question - Select
from the pre-populated st
This wil be used later if you
forget your password.

Secret Answer = must b
at least 6 characters long.

£ Pammnnwaalth of Maccachucatte - e P P

A
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Select “My Profile” tab. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PAS3 s Q8D @) Mass v

Frocurement Access & Solictiation System

QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:
Operational Services
Diigion

Operational Senvices Division

Edit Login Credentials

® Your changes have been saved succassfully
Change Login ID
: Quick Tips...

Curent Login ID: LindaForristal

R . Login ID - must be at least
LognID: Lforistal 6 characters in length.

*Re-type Login I0: Lfomistall

Password = Nust be at
least & characters in length
and contain 3 of the
- following 4 elements in the

SateLogn[D first & characters:
Uppercase letters,
Lowercase letters, numbers,
3ymboks.

Secret Question - Select
from the pre-populated st
This wil be used later if you
forget your password.

Secret Answer = must b
at least 6 characters long.

£ Pammnnuwsal Ith af Maccachucatte

A
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Select “Change Password” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PASS e (OSD (@) Mass.jjov

Fracurement Azcess & CHNABSNAL ERACE BVHSON

| | QuIck QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Home »

Quick Tips...
My Profile (Subscription Term: 05/04/2012 - 05/04/2013)

To quickly locate a
Solicitation try the

Edit Notification Preferences

Allows you to limit automatic email notifications to either Solicitations, Contracts, and Farums or to Quick Quates, Awards, and Purchase Orders anly. The default setting is to receive notifications for all records. Solicitation Search
. Edi -
Edit Subscription Contact info To quickiy locate a

Allows you to change contact information Contract, including

Statewide Contracts, try

= Edit Subscription Additional Info the
Allows you to change the additional information Contract Search

Edit Subscription Areas of Interest

Allows o change the areas of interests To quickly locate a
Bidder's Forum try the
= Edit User Preferences Forum Search

Allows user to customize preferences

To quickly locate a Quick

= Renew Subscription Quote try the
Allows you to renew your Subscription Cuic Qucte Search
= Change Loqin ID
Allows you to change your Login ID When navigating in
Comm-PASS, use the
= Change Password navigation links and
Allows you to change your passw buttons within Comm-
PASS to avoid error
= Change Security Question and Answer messages.

Allows you to change your security question and answer

Browse My Hofifications

Allows you to view the notifications sent to you. Selectthe Help link in
the navigation bar or Help
to access help topics
relating to system
functionality

Terms of Use for Subscribers
Allows you toview the latest legal Terms of Use for subscribers.

Payment Receipt (s)
Allows you to view Payment Receipt (s)

View Profile Change History
Allows you to see the history of your profile changes

& Commonwealth of Massachusetts Comm-PASS System ilabil i Site Palicies About OSD OSD Homepage

A
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Passwords are NEVER displayed and not accessible by anyone “Enter and Re-
Type” the new Password you want to use select “Save Password” button. OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PASS s (O30 ) Mass.ov

Fraourement Access & Solicttation Seste AL
Frocurement Arcess & Selicttation System OMBARGNAL SVCH BVIRON

QUICK QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:

. . . Cperational Senvices
Edit Login Credentials Diison!

Cperationsl Senvices Division

Change Password

Quick Tips...

‘Pazsward sesseeeee

“Re-Type Password. sessssess) Login 1D - must be at least

§ characters in length.

Password - Wust be at
least 8 characters in length
and contain 3 of the
following 4 elements in the
first 8 characters:
Uppercase letters,
Lowercase letters, numbers,
symboks.

=

Secret Question - Select
from the pre-populated list.
Thig will be used later if you
forget your password,

Secret Answer - must be
at least 6 characters long.

@ Commonwealth of Massachusetts Comm-PASS System Availshility itz Palicies ~ About 05D 05D Homepage

A
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Error message is displayed if both entries do not match.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PRS s e Q3D @ Mass.for

Frocurement Access & yatem TICHS BVION
Qumc QUOTES | SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER
Home 3 My Profile » A
Flome > 4y Frofle Currently Administering;
. . . Operational Services
Edit Login Credentials Diviian |

Operational Services Division
® The Re-Type Paszward must match the Passward entered. Please ensure that both the Password and the Re-Type Passward match.

Change Password o
Quick Tips..

Fassword sesessnne
Legin ID - must be at least

*Re-Type Password sssssss 6 characters in length.

Password - lust be at
least & characters in length
and contain 3 of the
following 4 elements in the
first 8 characters:
Uppercase lefters,
Lowercase letters, numbers,
symbols.

Save Password

Secret Question - Select
fromthe pre-populated list.
This wil be used later if you
forget your password.

Secret Answer = must be
at least 6 characters long.

& Commonwealth of Massachusetts Comm-PASS System Avallability  Site Policies  About OSD  OSD Homepage

A
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Confirmation message is displayed if both entries are typed identically.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

7

IOV ION

RESOURCE CENTER

Home » by Profile » Cumently Administering:

Operational Services
Division |
Operational Senvices Division

Edit Login Credentials

® Your changes have been saved successfully

Change Password
- Quick Tps..

‘Pazsword. sesssanne
Legin 1D - must be at least

‘Re-Type Password sssessnne 6 characters in length.

Password - Must be at
least 8 characters in length

Save Passward and contain 3 of the
following 4 elements in the
first & characters:
Uppercase lefters,
Lowercase lefiers, numbers,
symbols.

Secret Question - Selec!
from the pre-populated list
This will be used later if you
forget your password

Secret Answer - must be
at least 6 characters long

& Commanwealth of Massachusetts Comm-PASS System Availzbility  SitePolicies  AboutQSD  0SD Homepage

A
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Select “My Profile” breadcrumb.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comn~PASS i Q8D () Massjor

Frocurement Arcess & Selicttation System GURABGNAL SERCES BVIBON

- QUICK QUOTES CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » MyProfils »

Currently Administering:

Cperational 5
Edit Login Credentials ﬁnpa Enices

Cperational Senvices Division

# Yourchanges have been saved successfully

Change Password
- Quick Tps..

‘Pazsword seseeseee
Login 1D - must be at least

‘Re-Type Password sssssssss 6 characters in length.

Password - lust be at
least 8 characters in length

Saye Passward and contain 3 of the
following 4 elements in the
first 8 characters:
Uppercase letters,
Lowercase leters, numbers,
symbols.

Secret Question - Select
from the pre-populated list
This will be used later if you
forget your password

Secret Anawer - must bz
at least 6 characters long

& Commanwealth of Massachusetts Comm-PASS System Availability ~ Site Policies  About OSD  OSD Homepage

A
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Select “Change Security Question and Answer” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PASS s e (OSD (@) Mass. o

Procursment Access &

_ QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING mm BUSINESS DIRECTORY | FED STIMULUS | RESDURCE CENTER
Home >

Currently Administering

_ Operational Services
My Profile Division /

Operstional Services Division

» Edit Contact Information
Allows editing of name and address information

Browse My Departments Quick Tips...

Allows you to view all of the departments to which you have been assigned.

To quickly locate a
Solicitation try the
Solicitstion Sesrch

Browse Ny Approvers
Allows you to view the users that will approve your solicitation and contract documents

Edit User Preferences

Allows user to customize preferences To quickly locate a
Contract, including
» Change Login ID Statewide Contracts, try
Allows you to change your login ID the
Contract Search

Change Password
Allows you to change your password.

To quickly locate a

» Change Security Question and Answer Bidders Forum try the
Allows you to change your security guestion and ans Foum Search

» Browse My Noftifications

Allows you to view the nofifications sentto you To quickly locate a Quick

Quote try the
Quick Quote Search

When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
IT0r Messages.

Selectthe Help linkin the
navigation bar or Helg to
access help topics
relating to system
functionality.
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System defaults to “Favorite pet’s name”. Select Security Question drop-down
box and select a question.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PRSS e (3D @) Mass.for

Frocurement Access & Salicttation Syste T
Frovurement Acvess & Sulicitation System OHLARGNAL SRACHE Bk

- QUICK QUOTES | SOLICITATIONS | CONTRACTS M APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:

. . . Operstional Services
Edit Login Credentials Divisan |

Operational Services Divizion

& Commonwealth of Massachuzetts

Favorte pet's name
Favorite sports team?

Favorite mentor?

Whatis the city in which youwere bom?

Comm-PASS System Availability

Change Security Question
} ' ; Quick Tips...
*Securlly queston: Favorie sports team? H

*Answer, Favprite movie? Login 1D - must be af st
Anmversar_y [mm/ddfyy]? 6 characters i length
Father's middle name?
Spouse's middle name? Password - lus! be st
Firstchild's middle name? (ave Secret Information \ea;18cth§rae'cte1rt? gl

: 2 and contain 3 of the

High school namle. following 4 elements in the
Favorite teacher's name? s

Uppercase letiers,
Lowercase letters, numbers,
symbols.

Secret Question - Select
from the pre-populated fist.
This will be used later if you
forget your password,

Secret Anawer - must be
at least 6 characters long.

About 0SD  0SD Homepage
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Enter your answer of at least eight alpha-numeric characters. Select the “Save Secret
Information” button. Confirmation is provided for answers that follow required format.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm~PASS Mowt +He @;QDM@ Mlis.gov

Frocurement Azcess & Solicifation System

- QUICK QUOTES | SOLICITATIONS | CONTRACTS m APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home > Wy Profile »

Currently Administering:

. . . Cperational Senvices
Edit Login Credentials Division /

Ciperational Services Division

# Your changes have been saved successfully

Change Security Question Quick Tips...

“Seculy question: Favorte sports team? M
Leogin 1D - must be at least

*Anzwer. Red Sox & characters in length.

Password - lust be at
least & characters in length
and contain 3 of the
folowing 4 elements in the
first & characters:
Uppercase letiers,
Lowercase letters, numbers,
symhols.

Save Secret Information

Secret Question - Select
from the pre-populated list.
This will be used later if you
forget your password.

Secret Answer - must be
at least 6 characters long.
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Select “My Profile” breadcrumb.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

I.'nmm-sl’ﬂss Moot @SD @ Mm.gmf

Frocurement Access & Sulicifation T
- CONTRACTS M APPROVAL | REPORTING m MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profile »

Currently Administering:
Opesational Services
Division/

Opesational Services Division

Edit Login Credentials

 Your changes have been saved successfully.

Change Security Question Quick Tips...

*Secuty quesfion: Favorite sports team? v

Leogin 1D - must be af least
*Answer. Red Sox & characters in length.

Pasawerd - Hust be at
least 8 characters in length

Save SecretInformation and contain 3 of the

following 4 elements in the
first & characters:
Uppercase letters,
Lowercase letters, numbers,
symbols,

Secret Question - 3elect
from the pre-populated list.
This will be used later if you
forget your password,

Secret Answer - must be
at least 6 characters long
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Select “Browse My Notifications” link.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PASS st e
Procurement Access & Salicitation System
Home > Currently Administering:
) Operstions| Services
My Profile Division /
Operstional Services Division
» Edit Contact Information
Allows editing of name and address information
+ Browse My Departments S
Allows you to view all of the departments to which you have been assigned To quickly locate a
. Browse My ADprovers Solicitation try the
Allows you to view the users that will approve your solicitation and contract documents. Salicitstion Sesrch
» Edit User Preferences .
Allows user to customize preferences To quickly locate a
Contract, including
» Change Loqgin ID Statewide Contracts, try
Allows you to change your login ID. the
Contract Search
= Change Password
Allows you to change your password.
. . To quickly locate a
= Change Secu uestion and ._Allswer_ Bidders Forum try the
Allows you to change your security questio Foram!Sech
= Browse My Notifications
Allows you to view the nofifications sent To quickiy locate 2 Quick
CQuote try the
Quick Quote Search
When navigating in
Comm-PASS, use the
navigation links and
buttons within
Comm-PASS to avoid
error messages
Selectthe Help link in the
navigation bar or Help to
access help topics
relating to system
functionality.
& Commenwealth of Massachusstts Comm-PASS System Avsilabili Site Policies ~ AboutOSD  OSD Homepage
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Select the “View” icon for the current day’s notifications, if any. These are identical to the
notifications sent to your email account.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

ConnfH = o (00

Frazaremen! ez & Soliftam Syotem Mu@m i
s s s s o o o (R s
) e Curenty Adminiteng
o Opeatone) Senies
Browse I Notiications lika
Dnetatons] Seniees Dion
Ntdicatonf)for 050772012 View Notcations for e Last 30 Dag
Uik Tps.
Sent Date Subject View .
Noting foundo display
8 Commnethofssactse e T R R
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Use the scroll bar to access the message content. Select “My Notifications” breadcrumb to
return.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-~PA% e (08D () Mass
P CHUROUALINEIS bt
QUICKQUOTES SOLICITATIONS | CONTRACTS | FORUMS | APPROVAL | REPORTING M MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Home » My Profle » My Notiications »

Curmently Administering:
Dperstionsl Senices
Division |

Dperstionsl Services Division

View Nofification Details

Subject Comm-PASS: Ofice oftha Treastrer | Offce ofthe State Traastrer has Issued Solictafon Amendment
Date: 0411712012 05 18PN

Wessale please be advised that Office of the Treasurer / .
Office of the State Treasurer has AMENDED the D
following SOLICITATION:

(Quick Tips..

Title: Unclaimed Broperty Claims Processing
Systens

Document Number: TRE RET UCP CLAIMS EROCESSING
012

Conm-PASS Category: Information Technology -
Related Equipment, Services & Supplies - SOFTWARE- +
Configurable, Special-Purpose

© Commaniezlth of Mazsachusetts Comm-PASS System Availabiliy  SitePolicies  About05D 05D Homepage
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Select the “View Notifications for the Last 30 Days” link to access aged notifications, if any.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

(o P0G — ] s,

Fravurement Acaeas & Solchaton Systom m@mm
= s s s s o o o AR s s s
) P Cumentl Adminsteing
o Ooertionl Senices
Erowse My Noffications li
Oneraonal Services Division
Notficaton(s)for 050712012 View Notricatons forthe Last 30 Das
Wick Ts..
s s e e
Nothing found o ey
B ComnonesthofHesachsers CommePASS S ity Shels  Abot0SD 050 e
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Email based on your system activity is prefaced with “Comm-PASS”. Broadcast messages

sent by the System Administrator are not.

Comm=PRSS

Frasurement Access & Selizfation System

- QUICK QUOTES | SOLICITATIONS | CONTRACTS M APPROVAL | REPORTING M MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS

Home » HyProfle »

Browse My Notifications

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

CHBNA L YN

RESOURCE CENTER

s

Currenty Administering:

Cperational Services
Divon

Hofication(s) for ast 30 Days

4 tems found, displaying alltems.
Sent Date

04272012 094140
(4192012 05:32°N
Q47012 05:18M

(47202 05:36PN

& Commonwezith of Massachusetts

Comm-PASS: Mew User decount Created
Recent Comm-PASS Enhancements
Comm-PASS: Office o the Treasurer | Offie ofthe Stat.

Comm-PASS: Salictation Reassignment

View Today

View

G/

b’

G

b

Cperetional Services Division

Quick Tips...

Comm-PASS System Availablity  Site Policies  About 05D OSD Homepage
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Select “Home” breadcrumb to return to the Desktop.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

-1 e Q8D Mass o

afien dystem

DUICK QUOTES | SOLICITATIONS CDNTRACTS#PPRDVAL REPORTING M MY PROFILE | BUSINESS DIRECTORY | FED STIMULUS | RESOURCE CENTER

Hume » My Profil »

Currenty Administering:
o Coergfional Senvices
Browse My Notifications Disn
Dperstional Services Division
Notifications) for last 30 Days View Today
4 fems found, displaing al tems Quck ..
Sent Date Subject View
042712012 08410 Comm-PASS: New User Account Created "
0411912012 05:32PH Recent Comm-PASS Enhancemens &'
041712012 05:18PM Camm-PASS: Ofice ofthe Treasurer Offce ofthe Stat. b
041712012 05:15PM Comm-PASS: Solictalion Ressignment &'
& Commenieahth of Wasszchusetts Comr-PASS Syster Avalabiliy  GitePolics  About0SD 05D Homepage
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End of Login & Manage Profile Lesson.

OPERATIONAL SERVICES DIVISION

THE OPERATIONS, TRAINING, AND AUDIT OFFICE

Comm-PRSS ot (8D (8) Mass.for

Frovuremant Arcess & Solivifation System =

RGN SEICE brvrisdn
Desktop Currently Administering:
Operational Services
- Division |
Ll Operational Services Division
You have 0 ltems In Your Approval Inbax You have 1 Draft Quick Quota(s
You have 0 ltems In Your Rejected Inbox You have 0 Draft Award(s o
You have 1 Draft Solicitation(s You have 0 Draft Purchase Order(s) Quick Tips..
You have 0 Draft Cantract(s You have 0 Posted Quick Quote(s Ty RishE
You have 0 Open Solicitation(s You have 0 Posted Award(s Sol?citatign e
You have 0 Active Cantract(s You have 0 Posted Purchase Order(s AP Sz' N
You have 0 Active Forum(s You have 0 Quick Quotes(s) with at least one(1) Response -

You have 0 Email Notification(s) that were sent toda

To quickly locate a
Contract including
Statewide Conlracts, try

You have 6 BuySmart Membership Requests Awaiting Review

' ) the
[tems I'm Tracking Canbac Search
2items found, displaying all tems
- lose ateltrd ‘ To quickly locate a
Document Type Document Title Dete/Quote Deadiing Delete View Bid%ers }Id:orum -
SOLICITATION TEST 050912011 fi G Foum Seerdh
SOLICITATION Windshield and Glass Replacement for Vehicles 051052011 1] " ) )
To quickly locate a Quick
Quote trythe
Quidk Quote Search

\When navigating in
Comm-PASS, use the

navinatinn linke and
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